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Overview

Agency payroll people need to identify employees with leave payouts or paydowns.

Business Process Procedure Overview

When an employee terminates, retires, or transfers to another agency, leave is paid out.
Employees may also have certain types of leave paid down. This data can be viewed using the
Payout and Paydown Report or the Display HR Master Data Screen. This report lists the
payouts or paydowns that are manually entered. System generated paydowns can be viewed
on the Time Summary or Payroll Results Edit reports.

Procedural Steps

1.1. Access transaction by:

Via Menus

Report

Time Entry Operator > Reports Other > Leave Payout and Paydown

Via Transaction Code

Z_LEAVE_PAYOUT

Via Favorites Menu

Leave Payout and Paydown Report

Double click on Leave Payout and Paydown Report and the following screen will appear:
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Input — Required Fields

Field Value

Payroll area

uB

Payroll period

Current period or Other period

Personnel number

Employee Identification Number of the employee or employee’s

Organization key

Agency, Low Org, and Distribution Code

Payout/Paydown Code

Codes that identify the type of leave being paid

Page Breaks

Yes or No
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12 Specify the pay period for the Leave Payout and Paydown Report. The screen has

the selection of current period or other period.

Current period
» Use this option during the week of payday.

Other period
» Use this option during the week of time entry. Type in the pay period and
calendar year for which time is being entered.

This report can be run for a prior pay period. It will display anything that has an
effective date within the pay period requested.

1.3 The “Personnel number” field may be left blank if using the agency “Organization
key”. Specific employees may be selected by entering the employee identification
number(s) in the “Personnel number” field. Enter more than one EIN by clicking on the
arrow box next to the “Personnel number” field. A box appears that allows entry of
multiple EIN’s.

14 The “Organization key” field allows entry of the Agency code followed by a blank
space, the Organization code and the Distribution code to specify a selection of
an employee group. Use the wild card symbol, *, in the selection criteria to get all
employees within the same org. For example, to print the report for all employees in
agency 560 org 5522, enter 560(space)5522*. Enter multiple organization keys by
clicking on the arrow box to the right of the “Organization key” field. A box appears that
allows entry of multiple individual organization keys or a range of organization keys. The
example below shows entries for selecting employees in agency 560, org 5522, and any
distribution code.
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15 The “Payout/Paydown Code” field may be used to view only certain types of

codes. If nothing is input all of the codes are displayed for the requested employees.
Enter multiple codes by clicking on the arrow box to the right of the “Payout/Paydown
Code” field. A box appears that allows entry of multiple individual codes or a range of
codes. Each code is listed below with a brief description.

AP Annual Leave Pay Out CD  Comp Time Paydown

CP  Comp Time Pay Out XD  Excess Paydown

SP Sick Leave Pay Out

VP Converted Sick Leave Pay Out

XP Excess Pay Out
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1.6

create any page breaks. The default is Yes, create page breaks.

1.7

A C2a DRE HBO8 FE EE

Leave Payout and Papdown Repart

The “Page Breaks” buttons create a page break after each org change or not

Repart Mo Z_HR_LEAYE_PRYDUT_RFT

Lo Oist

Leavws Papoirt anfl Paydosn Report
For Pay Period Ending 1818372860
Pxy Period 28 2804

PadE 1
Fun Date: 18s28/2884
Fur Time: BH:04:14

Date Emterad

Agy Org Cod= EIN Employes Rare Coda [escrption Hour= Entered B Aea=on
G6E H6212 £EEE 117RZA Craig, Claudetts AP Anmual Leave Pay Out Eraalic ] 18/2872884 FHANSEN
5P Sick Leare Pay Out 204 05 16872072094 PHANSEN
WF Corw Sick Pay Dut FE .00 164202004 PHAWSEN
Total Hre: 2 Y
BBE EA2) O 1E8REE Drem, NMaype J In Ercess Faydomn = .00 18,28 /3084 FHIMSEN
Total Hre =500
S66 5522 000 1168512 Brayetong, Sylwes 0 Excess Paydown 16,00 182072004 PHAMIERN
Total Hre: 16 .00
A6 FA22 E2E| 1ET4E4 Sutharland, Doral L0 Conp Tise Faydomn 15,00 1852812884 FHANSEN
X0 Exre== Paydoen 16.00 108/20 /2004 PHANSEN
Total Hrs 31.08
ryg. Total Hre 1,016 25
Grand Total Hre: 1, G .25

1.8
heading toolbar

Click on the Execute button in the upper left area that looks like a clock to view
the report. An example of the report is below.

To print the report, click on the printicon, or choose List > Print from the screen
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2 The report heading contains the following information:
»  The report number
»  The report title
»  Page number
»  For pay period ending date
»  Date the report was run
»  Pay period number and year
»  Time the report was run
2.2 The columns on the report are listed below with a brief description.
Agy The employee’s agency number.
Low Org The employee’s home org.
Dist Code The employee’s distribution code.
EIN The employee’s identification number.

Employee Name

Code

Desc

ription

Hours

Date

Entered

Entered By

Reas

on

The employee’s name.

Specifies if the leave is being paid out or paid

down.

Type of leave being paid to the employee.

Number of hours being paid to the employee.

Date the payout/paydown was actually entered.

Login id of the person that actually entered the

payout/paydown.

Information about why the payout/paydown was
entered. Used only by State Payroll.
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